
1, Application Date 

2 AgLgeoep Amlieation NO. 

8. Earliest & Latest Dates of Series 9. Exact Series Title 

January, 1971-Present Legal Division Files 
0. What is the function of the office in which this record series is created 

!The Legal Division is responsible for providing legal assistance to the chief executive. 
Activities which facilitate this missior. are 1) confer with and advise the Governor on legal 
aspects of all matters of State 2) prepare all Executive Orders, Minutes, and other executive 
documents to assure that the action taken is authorized by law and properly accomplished 
3) prepare, draft ,review, and monitor executive legislation programs introduced at each 
session of the General Assembly and represent the Governor on such matters before legislators 
and other elected officials 4) represent the Governor with respect to all criminal extraditions 
and executive agreements concerning the interstate transfer of prisoners and matters dealing 
with capital punishment 5) handle resignations, bonds, and appointments of all public and 
judicial officials 6) represent the Governor in such other matters as he may request. 

~-STPUCTIOFS: see warate imimctioiu for completion of r n R  RECORDS XLYAGEMENT DIVISION USE 

h a t  and RT- of tbj, form. S i m  miginak and two mples 

and fonrard to Deparhnent of Areh;s-es and Eistory, Attention: 

Rwords Maiaagement Officer. 

Date Reeeired Amlicatio~ No. Date Completed 

; FEB 1 1973 7'3~8f.7J FEB 2 7 1973 

1. This file contains the following documents (include form numbers and titles, if any, and file arrangement): 

3, AGENCY. D i d o n ,  M - o n  I Mnmirtering Office Address 

Office of the Governor 
Legal Division 
State Capitol 201 
Atlanta, Georgia 30334 

SEE SEPARATE SERIES DESCRIPTION AND DISPOSITION RECWNEXDATIONS 

4. Perm" to Contact 

William L. Harper 
w0mn.g nm 

Aecutive Counsel I 6. TgLe179~ 

AITACH SAMPLES OF THE FILE 

18.65 Ir.?aI.*e File Drnaers 

15 volumes 

In Off iee(S)  In Storage Are*<*) 
Floor Spa- ( c m i e d  (Square Feet) 37.3 

6.9 
This Last Preeeding All Prior 

Y d S  Year3 Year's Year% 

3 boxes 
SI - 

om:  AR-50-71 (Rev. 72) 

AVER*GE DAILY REFEREXCES 4 



13. Is this the Record Copy of the series? [ I  

[ I  14. Is there a duplication of this series i n  another office or agency? 

15. Is the information contained in this series ever summarized or published? Akach copy of summary or publication. C ] 

16. Does the series contain classified information requiring security handling? 

17. Does the series initiate, amend or terminate agency policies and procedures? 

18. Could the function be performed if the files were lost or destroyed? 

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

!O. Does the record series provide data as input to an EDP file? 

!I. Does the record series contain documentation produced as EDP printout? 

2. Has the Federal Government issued instructions governing retentionldisposition of these files? 

B. Will  there be a need for these records 10, 15 years from now? If yes, what? 
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!4. REQUIREMENTS. The following requires the files to be kept - ~.years: 
~ ~~ 

a. [ ] STATE b. [ ] STATUTE OF c. [ ] AUDIT d. [ ] FEDERAL e. [ ] ADMINISTRATIVE f. C ] HISTORICAL 
LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 
LAW 

~~ ~ 

!5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] CALENDAR YEAR -[ ] FISCAL YEAR -[ ] Other then: 

Hold in the current files area 
Transfer to [ ] State Records Center [ 3 Local Holding Area; hold year(s): 
Destroy. 
Transfer to State Archives for permanent retention. 
Destroy immediately after cut-off. 
Other: (Specify) 

month(s)l .L-~.- year(s): 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

25 are: 



Records Retention Schedule 

EXECUTIVE DEPARTMENT 
Legal Division 

The Legal Division, headed by the Legal Couns'el, is responsible for handling 
all legal matters for the Executive Department. The Legal Counsel confers 
with and advises the Governor on all matters of State. The Division prepares 
all executive orders, minutes and other executive documents; prepares, drafts, 
and monitors executive legislation programs and represents the Governor on 
such matters before legislators and other elected officials; reviews other 
legislation; and represents the Governor on such judicial matters as criminal 
extraditions. executive agreements concerning the interstate transfer of prisoners, 
matters concerning capital punishment, resignations and appointments of all 
judicial officials, and resignations and bonds of public officials. 

Awl - NO Description 

73-86 EXECUTIVE MINUTES FILES - Documents 
relating to recording the executive 
actions of the Governor. Included are 
original and microfilm copies of Executive 
Orders; stays of execution; resignations 
of state and local officials; appointments 
to office; veto messages; referendum 
proclamations; some formal agteements; 
certifications of electors; federal 
office holders; related correspondence. 
File is arranged chronologically by date 
of final action of the Governor. 

Disposition 

Cut off loose minutes at end of 
each 6 months; then transfer 
to State Archives for micro- 
filming . 
MICROFILH - retain negative 
within State Archives for 
security. Retain positive 
copy for research. 

RECORD COPY - return paper 
minutes to the Division; then 
cut off file on an annual 
calendar basis; then bind in 
convenient units; hold bound 
minutes in current files area 
for 3 years; then retire to 
State Archives. 
APPROVED: 02/27/73 

- 

73-87 EXECZPTIVE MINUTES WORKING PAPERS PILES - When minutes are created, 
Documents used as raw materials for transfer materials to inactive 
Executive Minutes. Included are materials file. Cut off inactive file at 
similar to those described in Executive 
Minutes Files. Also included are related then hold in current files area 
materials of all types. Files are arranged 

end of each calendar year; 

three years; then retire to 
alphabetically by subject. State Archives. 

APPROVED: 02/27/73 



Records Retention Schedule 

EXECUTIVE DEPAR"T 
Legal Division 

Appl 
No 

73-88 

- 

73-90 

73-91-A 

73-92 

Description Disposition 

RECORD OF EXTRADITIONS FILES - Documents 
used as a log of extradition proceedings. 
Included are entries giving par t iculars  
fo r  each extradit ion (name, demanding state, State Archives. 
asylum state, charges against accused) APPROVED: 02/27/73 
followed by a chronological series of 
entries of actions taken o r  received. F i l e  
is arranged by extradition number wlthin 
bound volumes. 

JUDICIAL APPOINTEES RECtXMERDATIONS FILES - Cut off f i l e  a t  end of term 
Documents relating t o  which persons s h a l l  of Governor; then retire to  
be appointed by the Governor to  various State Archives. 
j ud ic i a l  offices.  Included are recomnenda- APPROVED: 02/27/73 
t ions of and fo r  candidates fo r  appointment: 

Cut off when volume is f i l l e d ;  
then hold in  current f i l e s  
area 5 years; then retire to  

requests fo r  consideration fo r  appointment;. 
evaluations of candidates and of f ice  holders 
and related papers. F i l e  is arranged alpha- 
bet ical ly  by name of office.  

LEGISLATION REVIEW FILES - Documents 
re la t ing t o  reviewing legis la t ion t o  
determine Governor's position regarding 
B i l l s .  Included are correspondence with 
ci t izens,  S t a t e  and local  o f f i c i a l s  and 
leg is la tors  concerning legislation. Also 
included are reports of studies by the 
Gocernor's s t a f f  meders and others 
analyzing some B i l l s .  F i l e s  are arranged 
alphabetically by subject. 

RECORD OF OFFICIAL OATRS FILES - Documents 
recording oath-taking of appointed 
o f f i c i a l s  and elected State  of f ic ia l s .  
Included are documents giving name of 
o f f i c i a l ,  his office,  effective date of 
appointmentlterm; s ignatures  of the  
o f f i c i a l  and the Governor. F i l e  is 
arranged by effect ive date of 
appointment/term. 

Cut off f i l e  a t  end of each 
Governors term; then t ransfer  
t o  State Archives for  perman- 
ent retention. 
APPROVED: 02/27/73 
-ED 08/08/15 

Cut off f i l e  a t  end of term 
of Governor; then retire to  
State  Archives. 
APPROVED: 02/27/73 

149 


